SAM Il HR/Payroll Data Warehouse Web Interface

TOPIC 1: INTRODUCTION TO THE SAM
Il HR/PAYROLL DATA WAREHOUSE
WEB INTERFACE

The SAM |l HR/Payroll Data Warehouse is a collection of information captured
from the online SAM 11 desktop system. The data warehouse is |oaded nightly*,
and the data is held throughout the day to facilitate accurate, timely reporting.
The data warehouse stores this information in a DB2 database that can be
accessed using two methods: Ad-Hoc reporting tools such as Focus and MS
Access (back-end), and a user-friendly web interface (front-end). This class
focuses on use of the web interface, which can be accessed using a web browser
such as Internet Explorer or Netscape Navigator.

Note: The data in the SAM Il HR/Payroll Data Warehouse is for inquiry and
reporting purposes only. Transaction and document processing must be done in
the online SAM Il desktop system.

After completing thistopic, you will:

Understand the definitions of Standard Reports, Personal Reports,
and Flexible Reports.

Understand the various Areas of Analysis available in the SAM I
HR/Payroll Data Warehouse Web Interface.

*Some payroll-related data is loaded with each pay cycle, rather than nightly.
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WEB INTERFACE REPORT TYPES

The SAM |1 HR/Payroll Data Warehouse Web Interface can be used to view three
different types of reports. Standard Reports, Persona Reports, and Flexible
Reports.

STANDARD REPORTS

Standard Reports are reports that are pre-defined and are available to all users.
Standard Reports usually contain reporting information that is desired by multiple
agencies and is common among reporting requirements statewide. These reports
may be printed one page at atime using the web browser’s print feature.

PERSONAL REPORTS

Personal Reports are reports created by a user using the Data Warehouse Web
Interface. These reports may be saved under a User ID, and can be downloaded
as Tab-Separated-Vaue files (.TSV) or as Fixed Width files (TXT). These
reports are identified in the Data Warehouse Web Interface with the following

icon: €%,
FLEXIBLE REPORTS

Flexible Reports are Personal Reports that have been identified as useful to other
parties. If a Personal Report has aso been designated as a Flexible Report, all
users with security access for the particular agency will be able to view the report
(as opposed to a Personal Report, where only the user who created the report is
able to view the report). Like Persona Reports, Flexible Reports may also be
downloaded as .TSV or .TXT files. Flexible Reports are identified in the Data
Warehouse Web Interface with the following icon: &

wj
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AREASOF ANALYSIS

To ease reporting and data selection, the data available to SAM |1 HR/Payroll
Web Interface users is organized into various Areas of Analysis. The three main
Areas of Analysis are Employee History, Agency Detail, and Summary. Agency
Detail areas contain agency- and employee-specific information. Summary areas
contain both agency-specific and statewide information, but the data is not
employee-specific. The Agency Detail and Summary areas are broken down
further into smaller Areas of Analysis. Each Area of Analysisis discussed below.

EMPLOYEE HISTORY

The Employee History area provides detailed historical information on an
individual employee basis. Users with access to this area may view historical
information on any state employee. Types of information include agency,
organization, and pay rate data.

AGENCY DETAIL BENEFITS

The Agency Detail Benefits area provides the information needed for reports
concerning employee benefit payout amounts and activity. The items classified as
benefits in SAM 1l HR/Payroll are those that exist on the Employee Fringe
Benefit Type table (BENT). These include both the employer and employee paid
benefits.  Available reporting criteria include benefit category and title
information. This information is provided for a particular agency/organization or
for al state agencies (OA Reporting only).

AGENCY DETAIL DEDUCTIONS

The Agency Detail Deductions area provides the information needed for reports
concerning employee deduction amounts and activity. The items classified as
deductions in SAM Il HR/Payroll are those that exist in on the Employee
Deduction Type table (DEDT). These include both the employer and employee
deductions. Available reporting criteria include deduction category and title
information. This information is provided for a particular agency/organization or
for al state agencies (OA Reporting only).

AGENCY DETAIL EMPLOYEE

The Agency Detail Employee area provides the ability to view detailed
information on employees within an agency. Available reporting criteria include
Employee Status and Personnel Action, Titles, Grades, and other employee
attributes. Reported information will include all employees in an agency fitting
the selection criteria. This information is provided for a particular
agency/organization or for all state agencies (OA Reporting only).

o
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AREASOF ANALYSIS

AGENCY DETAIL LEAVE

The Agency Detail Leave area provides the user with the capability of viewing
employee leave baance information at various degrees of summarization.
Available reporting criteria include leave category or policy, title, work location,
and resident location.  This information is provided for a particular
agency/organization or for all state agencies (OA Reporting only).

Note: Leave amounts are expressed in the Data Warehouse as minutes only (e.g.,
3 hours and 15 minutes would be displayed as “195.00", not 3:15.

AGENCY DETAIL PAYROLL

The Agency Detail Payroll area provides the user with the capability of viewing
employee payroll information to facilitate detailed analysis of an agency’s payroll
data. Available reporting criteria include pay category and pay class. This
information is provided for a particular agency/organization or for all state
agencies (OA Reporting only).

AGENCY DETAIL PAYROLL ACCOUNTING

The Agency Detail Payroll Accounting area provides the user with the capability
of viewing employee pay information for payroll amounts, deduction amounts,
and fringe benefit amounts. Reported information can be limited to a single Gross
To Net (GTN) Run Number, Employee, Appointment 1D, Check Date, Bank
Account, Check Number, and/or VP Document ID. Thisinformation is provided
for aparticular agency or for al state agencies (OA reporting only).

AGENCY DETAIL POSITION

The Agency Detail Position area provides data to support the duties and decisions
necessary for staff planning, position monitoring, and position analysis. It allows
monitoring of position status by position. Reported information will include all
positions in an agency that fit the selection criteria. This information is provided
for a particular agency/organization or for all state agencies (OA Reporting only).

AGENCY DETAIL POSITION HISTORY

The Agency Detail Position History area provides detailed historical information
on an individual position basis. Users with access to this area may view historical
information on any position in any agency they are authorized for, as well as
historical incumbent information.
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AREASOF ANALYSIS

SUMMARY BENEFITS

The Summary Benefits area provides the information needed for agencies to
generate reports concerning employee benefit payout amounts and activity. The
items classified as benefits in SAM |1 HR/Payroll are those that exist on the
Employee Fringe Benefit Type table (BENT). These include both the employer
and employee paid benefits. This area is similar to the Agency Detail Benefits
area, except that the information in this area will not identify individual
employees. This information can be selected for a particular agency/organization
or for all state agencies.

SUMMARY DEDUCTIONS

The Summary Deductions area provides the user with the capability of viewing
employee deduction information at various degrees of summarization. The items
classified as deductions in SAM Il HR/Payroll are those that exist in on the
Employee Deduction Type table (DEDT). These include both the employer and
employee deductions. This areais similar to the Agency Detail Deductions area,
except that the information in this area will not identify individual employees.
This information can be selected for a particular agency/organization or for all
state agencies.

SUMMARY DEMOGRAPHICS

The Summary Demographics area provides the user with the capability of viewing
employee demographic information grouped by any agency/org level. This area
will allow the analysis of employee demographic information at a specific point in
time. The information in this area will not identify individual employees.
Instead, users will receive a count of the number of employees that meet the
entered criteria This information can be selected for a particular
agency/organization or for al state agencies.

Note: The data offered in the Summary Demographics area is very similar to the
data in the Summary Employee area. However, the Summary Employee area
stores multiple records per day per employee, while the Summary Demographics
area stores only one record (the last) per day per employee. For example, if an
employee's status changed five times during one day, a report ran from the
Summary Employee area would show all five statuses, while a report ran from the
Summary Demographics area would only show the last and final status of the day.
Because of this, the amount of available data in the Summary Employee area is
much larger than in the Summary Demographics area. Therefore, queries against
the Summary Employee area will take longer, and consequently cost more, than
gueries against the Summary Demographics area. Users should try to use the
Summary Demographics area whenever possible. All of the data elements in the
Summary Demographics area are also found in the Summary Employee area.

(o] |
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AREASOF ANALYSIS

SUMMARY EMPLOYEE

The Summary Employee area provides the ability to view employee information at
various degrees of summarization. This area is similar to the Agency Detail
Employee area, except that the information in this area will not identify individual
employees. Instead, users will receive a count of the number of employees that
meet the entered criteria.  This information can be selected for a particular
agency/organization or for al state agencies.

SUMMARY LEAVE

The Summary Leave area provides the user with the capability of viewing
employee leave information at various degrees of summarization. This area is
similar to the Agency Detail Leave area, except that the information in this area
will not identify individual employees. This information can be selected for a
particular agency/organization or for all state agencies.

Note: Leave amounts are expressed in the Data Warehouse as minutes only (e.g.,
3 hours and 15 minutes would be displayed as “195.00”, not 3:15.

SUMMARY PAYROLL

The Summary Payroll area provides the user with the capability of viewing
employee payroll information at various degrees of summarization. This area is
similar to the Agency Detail Payroll area, except that the information in this area
will not identify individual employees. This information can be selected for a
particular agency/organization or for al state agencies.

SUMMARY POSITION

The Summary Position area provides the ability to view position information at
various degrees of summarization. This area is similar to the Agency Detail
Position area, except that the information in this area will not identify individual
positions. Instead, users will receive a count of the number of positions that meet
the entered criteria.  This information can be selected for a particular
agency/organization or for al state agencies.

SAM 1T HR/Payroll 11



SAM Il HR/Payroll Data Warehouse Web Interface

NOTES

SAM 1T HR/Payroll

12



SAM Il HR/Payroll Data Warehouse Web Interface

TOPIC 2: SYSTEM NAVIGATION

This topic will cover basic navigation within the SAM Il HR/Payroll Data
Warehouse Web Interface. The web interface has several navigation tools to
facilitate efficient use of the Data Warehouse. Before learning how to create,
save, and view reports, users should be familiar with these tools.

Note:

The SAM |l Data Warehouse Homepage is the access point for the
Financial and Budget Web Interfaces in addition to the HR/Payroll Web Interface.
The navigation tools discussed in this topic are not specific to the HR/Payroll
portion—they are used for the Financial and Budget sections as well.

After completing thistopic, you will:

Be able to access the SAM |l HR/Payroll Data Warehouse Web

Interface using Internet Explorer.

Understand the features and functions of the SAM |l Data
Warehouse Homepage.

Be able to navigate through the SAM [l Data Warehouse using the

toolbar.

SAM 1T HR/Payroll
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TERMINOLOGY

Area of
Analysis

The reporting areas for the SAM I
HR/Payroll Data Warehouse Web Interface:
Employee History, Agency Detail Benefits,
Agency Detail Deductions, Agency Detail
Employee, Agency Detail Leave, Agency
Detail Payroll, Agency Detail Position,
Agency Detail Position History, Summary
Benefits, Summary Deductions, Summary
Demographics, Summary Employee,
Summary Leave, Summary Payroll, and
Summary Position.

MainframelD
and Password

An authorized set of aphanumeric characters
assigned by the System Administrator for
usersto gain accessto the SAM Il Data
Warehouse database on the mainframe.

Back End

The DB2 database that contains the
information for the SAM |1 Data Warehouse
programs. These programs are used to load
the information collected from the SAM 11
operational system to the SAM |l Data
Warehouse Database.

Front End

The web interface tool that usersinteract with
directly to run report queries.

Homepage

The starting point for online analysis and user
support of the SAM Il Data Warehouse. The
Homepage is also referred to asthe SAM 11
Data Warehouse Main Page.

Hyperlink

Text or an object that opens a new web page
when clicked.

I ntranet

Private network protected behind afirewall.
Not available for public use or access.

Toolbar

A set of tools that are available in the header
area of the window when using the SAM ||
Data Warehouse.

SAM 1T HR/Payroll
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&

g

ACCESSING THE SAM Il DATA
WAREHOUSE

SAM Il Data Warehouse.

Welcome to the SAM |l Data Warehouse

Mainframe UserlD: | Password: |

Lagin | Clear |

The =AM || Data Warehouse is designed as a centralized source of data to facilitate data analysis and
report generation. The Data Warehouse promotes timeliness and the reduction of paper by allowing
easy access to information through a YWeb Interface Tool or ad hoc reporting tools such as FOCUS.

This page begins the process of accessing the Web interface of the SAM || Data Warshouse. The YWeb
interface formats SAM | information for quick and simple online analysis via Standard Reports (pre-
defined FOCUS reports), Flexible Reports (flexible selection of data and output options) and Personal
Reports (Flexible Reports saved under a User's ID).

To explore the benefits of the SAM Il Data Varehouse YWeb interface, enter your authorized Mainframe
Lser ID and Password. If you do not have an authorized Mainframe User ID, please contact your
agency technical staff to request a Mainframe User 1D

SAM 1T HR/Payroll
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ACCESSING THE SAM Il DATA
WAREHOUSE

The SAM |1 Data Warehouse Welcome Page can only be accessed viathe SAM 11
Intranet. The Intranet is a group of internal State of Missouri Internet sites. In
order to access the Intranet, you will need an Internet browser application (such as
Microsoft’s Internet Explorer or Netscape Navigator) and you must be working
from a computer on the Missouri State Wide Area Network (WAN).

To access the Welcome Page, enter the Intranet address provided in the Address
field of the web browser*. The Welcome Page is the first screen to appear in
order to gain Intranet access to the SAM |l Data Warehouse. The Welcome Page
gives a brief introduction of the SAM 1l Data Warehouse and the types of reports
available for viewing or creating.

The Welcome Page is where you enter your Mainframe User ID and your
password. To log into the Data Warehouse, follow the steps below:

Step 1.  Enter your Mainframe User ID in the Mainframe UserID field.

Step 2. Pressthe TAB key on your keyboard to place the cursor in the
Password field. Enter your password.

Step 3. Useyour mouseto click on the L ogin button.

If you enter an incorrect User ID or password, click on the Clear button to blank
out the information in the Mainframe UserID and Password fields.

Note: In the event that the User ID and/or password entered isinvalid or expired,
you will be alerted that the login information entered is invalid and prompted to
retry the login or contact your System Administrator.

If a valid User ID is entered with an invalid password 3 times in a row, the
mainframe User 1D will be revoked. If this situation occurs, contact your System
Administrator to have your 1D reset.

*The address for the Production HR/Payroll Data Warehouse Web Interfaceis:

http://modata.intra.state.mo.us/dwprod/user/welcome.cfm
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@ SAM || DATA WAREHOUSE HOMEPAGE

SAM |l Data Wareho#rse

Administrator

ileq) FIN HRS
024132000 021142000 02/15/2000

LoadedDate

SAMIL  Home  SiteMap PersonalReport  Emgilus Help  Logout

SAM |l Data Warehouse Homepage (Z) Page Help

of each page.

. Fihances |

B reava |

YWelcome to the SAM Il Data Warehouse. This page serves as the
starting point for anline analysis and warehouse user support. If you need
State Applications help please visit the warehouse help.

fou can find information by using the links at the left side of each page,

. Budget | as well as navigating to other related places by using the links at the top

Please press the Logout button on the SAM Il Data Warehouse
Header when you are finished with your session.

SAM 1T HR/Payroll

18




SAM Il HR/Payroll Data Warehouse Web Interface

SAM || DATA WAREHOUSE HOMEPAGE

The SAM Il Data Warehouse Homepage serves as the starting point for report
viewing and creation. From the Homepage, users may access the Budget,
Financial, or HR/Payroll Data Warehouses. To access each area, click on the
appropriate link under the ” State Applications’ section on the Homepage.

The Data Warehouse performs an application check when any of the “State
Application” links is clicked. If the HR/Payroll Data Warehouse is not available
at the time you are logging in, the following message window will appear when
the HR/Payroll link is clicked:

f! 5 The HR/FPayroll Data VWarehouse is currently unavailable!

ok

If you are not authorized to access the HR/Payroll Data Warehouse, the following
message window will appear when the HR/Payroll link is clicked, with your user
ID displayed:

/!3 The User |0 OA134 is not authorized to view this information!

o
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&

SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

SAM |l Data Wareho#rse

e, . e e ol woake o TP pan3z000 0271472000 024572000
SAMII Home Site Map Pﬁ[j?;g:mlsmltﬂgrﬂ Emnail Us Help Logout

SAM |l Data Warehouse Homepage (Z) Page Help

YWelcome to the SAM Il Data Warehouse. This page serves as the
starting point for anline analysis and warehouse user support. If you need
State Applications help please visit the warehouse help.

fou can find information by using the links at the left side of each page,

. Budget | as well as navigating to other related places by using the links at the top
of each page.
. i | Please press the Logout button on the SAM Il Data Warehouse
Header when you are finished with your session.
B reava |
SAM 1T HR/Payroll 20
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

The SAM Il Data Warehouse Homepage serves as the starting point for report
viewing and creation. From the Homepage, users may access the Budget,
Financial, or HR/Payroll Data Warehouses. The Homepage is aso the first place
where users see the toolbar and the Page Help option. Both the toolbar and Page
Help options are available on all pagesin the SAM |l Data Warehouse.

TOOLBAR

SAM I Daté _Warehoﬁse hadeanae uz.-‘fnguuu nz.rﬂguuu uz.-::gnuu

0 ; Personal Report Email U=
Bite-Wap Administrator

The toolbar has the following options. Each one is explained on the following
pages.

SAM I

Home

Site Map

Personal Report Administrator
Email Us

Help

L ogout
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

SAM 11

Clicking on the SAM 11 link sends the user to the SAM |l Homepage. The SAM
Il Homepage provides links to current and progressive information about SAM 11.

ﬁﬁ . Statewwide Advantage for Missouri . SAMEB
o Froject Info leara Vet Faaical HEFayrall

; .F'mi ect =
iy A
Aiormat

& somm

[ vt wa.

HOME

Clicking on the Home link at any time sends the user to the SAM Il Data

Warehouse Homepage.

samMil Home

State Applications

. Budget |

. Finances |

B reay |

SAM Il Data Warehowse Loadedlate g)n3i2000 027142000 0211512000

BGT FIH HRS

Personal Report Emnail Us Help Logout

ite: Mitp Administrator

SAM Il Data Warehouse Homepage {2) Page Help

YWelcome to the SAM Il Data Warehouse. This page serves as the
starting paint for online analysis and warehouse user support. If you need

help please visit the warehouse help.

fou can find information by using the links at the left side of each page,
as well as navigating to other related places by using the links at the top

of each page.

Please press the Logout button on the SAM |l Data Warehouse
Header when you are finished with your session.

SAM 1T HR/Payroll



SAM Il HR/Payroll Data Warehouse Web Interface

SAM 1T HR/Payroll



SAM Il HR/Payroll Data Warehouse Web Interface

SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

SITE MAP

Clicking on the Site Map link takes the user to a site map page. The site map is
an aternative path for accessing the features and functions of the SAM |l Data
Warehouse. It is set up as a directory of the hypertext links for accessing pages
and reports in the SAM |l Data Warehouse. If thereis a plus sign to the left of a
page name, the section can be expanded to display additional related data. The
site map contains a link to every page within the SAM |1 Data Warehouse. Click
on alink to access the page.

Note: The links on the site map page will not be displayed if the application is
not up (i.e., if the SAM 1l HR/Payroll Data Warehouse is down, the site map links
for the SAM 11 HR/Payroll Data Warehouse will not be displayed).

é SAM Il Data Warehouse ""aded"ati_llz.rf;.;-;nuu L2AEZI0N 02HER

SAM Il Home Site Map Pﬁ:jsrﬂm*i!;}?:gp Email Us Help Logout

Site Map (@) Page Help

Data Warehouse
.J__-' Lodin Fage
k- SAM I DataWarehouze Homepage
B4 Budget
%% Finances
=% HRIPayroll

—HE Emploves Histary
|—E-$$ Agency Detail
—HE Benefits
—HE Deductions
—HE Employee
—HE Leave
—HE Payroll
—HE Position
—+[3 Paosition Histary
E-%% Summary
—HE Benefits
—HE Deductions
—HE Dermographics
—HE Employes

—E Leave

—E Payroll

I Position
- Help

L€ Fersonal Report Adrministratar
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&3

SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

PERSONAL REPORT ADMINISTRATOR

FIH HRS

F 3 Personal Report Email Us
ite; M Administrator

Personal Report Administrator Page Help

Flease select a radio button helow then press the View Personal Reports hutton to views the |
Fersonal Reports for the application selected.

_© FinancialBudget
& HRPayroll

“iew Personal Reports I

BGT FIH HRS

SAM I Daté Ware.hoﬁée LoadedDate \, 125000 021142000 10032000

4 : Personal Report Emnail Us
St Map Administrator

Personal Report Administrator Page Help

Click on any of the checkboxes that are placed in front of a repart name to mark the
Perszonal Feport(s) to be deleted or renamed. Then press the the Delete Report{s) button
to delete the report(s). Press the Rename Report{s) button to rename the report(s) one at a
time. after pressing the Delete Report(s) button or Rename Report(s) buttan, confirmation
will be needed to cantinue with the report(s) that have been selected.

Report Hames Area of Analysis Date Saved

™ MALE <40 %o Summary Demographics  10/419/2000

I EMPLOYEE HISTORY % Employee History 101972000

I~ CLERK TYPISTII % Agency Position 10/19/2000
Delete Reportis) | Renarme Reportis) |
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

PERSONAL REPORT ADMINISTRATOR

The Personal Report Administrator is used to retain personal reports created using
a particular User ID. The initial Personal Report Administrator screen prompts
you to choose between Financial/Budget reports and HR/Payroll reports. Select
the appropriate radio button and click on the View Personal Reports button. A
list of all personal reports created by your User ID will be displayed. The list will
include the report name, the Area of Analysis used, and the date the report was
last modified and saved.

Note: The radio buttons on the Personal Report Administrator page will not be
displayed if the applications are not up (i.e., if the SAM Il HR/Payroll Data
Warehouse is down, the HR/Payroll radio button will not be displayed).

The Personal Report Administrator allows you to easily delete or rename personal
reports. A report can be deleted or renamed by clicking in the small checkbox to
the left of the report name and then clicking on the appropriate button below
(either Delete Report(s) or Rename Report(s)). If renaming reports, you will be
taken to the screen below. Type in the new name(s) in the Report Names field
and click the Update Report Name button. Click the Clear Report Name
Changes button to undo any changes.

SAM lI Bata _Wareho&se Loadediate uz.u'f;.gnnn nz.-'1F4I.-|;uun 1u.-1|11;gnnn

< ; Personal Report Ermnail U
Hosme meian Administrator ares

Personal Report Administrator: Rename Reports Page Help

[Click on the report name inside the input box to change the repart name. Then press the
Update Report Mame button to rename the repart. Press the Clear Report Mame Changes
button to clear the changes that have been made. Changes cannot be cleared after the
Update Report Mame button has bheen pressed.

Report Hames Date Saved
]CLERKTYPISTIII REFORT £, 10/19/2000
| Update Report Mame I Clear Beport Mame Changes
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

EMAIL US

SAM Il Data Warehodse — e R R

samIl Home Site Map Pi{jﬁi‘f}?ﬁ‘ Email Us Help Logout

Email Us Page Help]

The State of Missouri welcomes you to the SAM || Data Warehouse Web
Interface. We encourage you to let us know how to get in touch with wou.

Cx Please feel free to provide comments or guestions on specifications of the

Data Warehouse so that we can wark to serve you better. The feedback is

% extrermely valuable in arder to ensure that the Data Warehouse closely fits
: the needs of its users. Your comments will continue to be valuable in the

future, since a data warehouse typically evolves as news infarmation
requirements are discovered.

Cinly email from designated SAM | HR/Payrall Level 1 Help Desk staff will
he accepted by the Level 2 Help Desk. Please contact a member of wour
respective Agency's Level 1 Help Desk with your initial email guestion.
Thank you.

First Name:

City:
State:

Zip: [_
Phone: ] i

Email: |

|
Last Name: |
|
|

If you are wiriting as a member of an organization, union, association or
Organization:  group, what is your organization's full name and your relationship to the
arganization? (Cpfional)

Organization I

Name:
Relationship: |
Area:

B
Please Write
Your Message:

H
Contact Me: [™ Please contact me as soon as possible regarding this matter.

Clearl

SAM 1T HR/Payroll
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

EMAIL US

Clicking on the Email Us link opens an online form users may use to send
comments or questions regarding the SAM 1l Data Warehouse to the SAM I
HR/Payroll Level 2 Help Desk. Note that only email from designated SAM |1
HR/Payroll Level 1 Help Desk staff will be accepted by the Level 2 Help Desk.
Y ou should contact your agency’s Level 1 Help Desk initially with your question.

After authorized users have filled out the desired information on the form, they
should click on the Send button. If successful, they will receive a message
confirming that the email was sent. Click on Clear button to blank out the form.

Note: When sending email, be sure to specify the specific area of the Data
Warehouse that is concerned, using the Area dropdown box on the form. Only
email regarding HR/Payroll areas will go to the HR/Payroll Level 2 Help Desk.
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

HELP

_ SAM |l Data Wareholse - owmie 0 o st

Eni Wrag il s Heip Le

Help By Topic

Thiz saction wil contain hek specllc to the svarious screens of web nieace of the Data
Warehouse

Frequently Asked Questions (FAQ)

Many questions are frequently asked by Warehouse users. The mast common questions
ad answars are listed inthis ectbon. When ik daubt, look far halp here first

Gloggary of Terms

The ghssary provides definiions far all of the functona terms specific ta Oata Warehouse
Thiz i receszany betause the SEMI systamn infraduces new termnaloogy

Diata

ionary

Thie Data Dictanary contans desciigiions of the acal ahles and felds concained in the
Data Warehouse . Whie this information is not necessany for the web inkedace of the Data
‘Washousa, itis valuable o ugers who use ad hoo guery ook 1o access the Data
‘Werehouse

Data Model

The Ciata Madel cortans information abaut the ields in each of the Data Warehouze tables.
This includes data type, Bnath, declmd paces, and keys, While this informmgton is nat
recessary for the web interface of the Diata Warehouse, it is vauable to users wha use ad
tac query toals to access the Data Warshouse.

PAGE HELP

SAM Il Data Warehouse

FPage Help: Employes History: View Reports Main Page

This area of the data warehouse prowdes defailed histoncal information on an ndividual
employas besis. Usars with access 1o this anes may wWew the Ristorical nformation on

any arrglopes

Thiz gcrean i 1he entry podnk Tor this nctional arga. From this sonesn he uesr can
select to view an existing report, or create 3 rew repor.

Craate Repont Tak  Trhe| s i Creeate Regorts tab and the Gol Button
algw the slaction of the Cieste Hepare page. The Craate Repoits page allives the
userbo create a rew custorn repod. Once completed the user may also = s
cuslom mepart 35 = Personal Report in this area. To pracaed 1o the Creata Repors
page, click on the Cmete Rapots lab 1o sslact & Whan sedacted The Wiew regons tab
wil apgacar 39 & white [ab on he top layern Then dick the |Gol] buion.

Wiew Repoxi Tab - The ol “iew Repoits 1ab and the Gol Buiton allow
1ha salachion vl tha Yiew raporis page Tha Yiew Raporis page alaws tha user to view
& presiously crested repod. Prestously created rapots may be s Personal, Flesibls, o
Standard Repon. To procesd 1o the “view Repoms page, chek onthe View Repons tab
1o =elect . “When ==lected the ¥iew repor s 1ab vill appear as a whice 1= on the fop

layar. Than click tha [Eof] Button
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

HELP AND PAGE HELP

Clicking on the Help link takes the user to the main Help page. The Help pageis
broken down into five sections:

Help By Topic provides help related to a specific topic or keyword.

Frequently Asked Questions (FAQ) displays the most common
guestions and answers asked by SAM |l Data Warehouse users.

Glossary of Terms provides definitions for several of the functional
terms specific to the SAM |1 Data Warehouse.

Data Dictionary contains descriptions of the tables and fields in the
SAM |l Data Warehouse. Although Web Interface users do not need
thisinformation, ad hoc (back end) users will find this valuable.

Data Model contains technical information about the fields on each of
the Data Warehouse tables, such as data type and field length.
Although Web Interface users do not need this information, ad hoc
(back end) userswill find this valuable.

In addition to the main Help page, every page in the SAM Il Data Warehouse also

has a Page Help link.

(3} Page Help

The Page Help link takes the user to a help page containing information that is
specific to the particular page they were on when they clicked the link.
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SAM || DATA WAREHOUSE HOMEPAGE
AND TOOLBAR

LOGOUT

The Logout option allows users to exit from the SAM Il Data Warehouse. By
clicking on the Logout link from the toolbar, the Data Warehouse will close any
pages you were working in and returns you to the Welcome Page. To log back in
to the Data Warehouse, enter your mainframe User 1D and password again.

Note: For security reasons, users should always log out of the Data Warehouse
when finished working.

SAM Il Data Warehouse

Welcome to the SAM Il Data Warehouse

Mainfrarme UserlD: ] Password: I

Login I Clear |

The SAM |l Data Warehouse is designed as a centralized source of data to facilitate data analysis and
report generation. The Data Warehouse promotes timeliness and the reduction of paper by allowing
easy access to information through a Yeb Interface Tool or ad hoc reporting tools such as FOCUS.

This page begins the process of accessing the WWeb interface of the SARM || Data Warehouse. The Weh
interface formats SAM Il information for quick and simple online analysis via Standard Reports (pre-
defined FOCUS reports), Flexible Reports (flexible selection of data and output options) and Personal
Reports (Flexible Reports saved under a User's 1D

To explore the benefits of the SAM || Data Warehouse Web interface, enter your authorized Mainframe
Uszer |0 and Password. If you do not have an authorized Mainframe User ID, please contact your
agency technical staff to request a Mainfrarme User ID.
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TOPIC 3: CREATING, SAVING, AND
VIEWING REPORTS

This topic will cover the skills necessary to create and save reports in the SAM 11
HR/Payroll Data Warehouse. Concepts in this section include data selection,
viewing results, downloading data, saving reports, and viewing reports.

Note: This topic does not cover every reporting variable in the SAM 1l
HR/Payroll Data Warehouse. What is presented is a clear and consistent set of
guidelines to use when creating reports.

After completing thistopic, you will:

Understand how to select the appropriate data when creating reports.

Understand how to control how the report data will be grouped and
displayed.

Understand how to view, download, and save report data.
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TERMINOLOGY AND SECURITY

Check Box

An option to turn avalue on or off. Usethe
mouse to click on the check box to toggle the
option on and off.

Column Header

Thetitle of each columninareport. The
titles are chosen from the display options
selected.

Data Selection

The various data elements used to determine
what datawill be included in areport.

Dropdown Box

A box containing alist of values from which
you may choose only one. A dropdown box
can be identified by a small down arrow
located on the right side of the box.

Group By A query term that allows usersto sort by a
particular field.
List Box A box containing alist of values where you

may select more than one value if desired
using the sHIFT and CTRL keys.

Radio Button

A feature that allows you to choose one
available option from a selection list.

Search Button | Aninput box used to search for specific
information by entering the first few
characters of agiven code or name.

SECURITY

Security in the SAM Il HR/Payroll Data Warehouse Web Interface is controlled
by agency. If auser has access to view information for an agency, the user has
access to view information for all organizations within that agency. If reporting
from one of the Agency Detail areas, the user is only able to see data for their
agency. Datainthe Summary areasis statewide. Users may choose to limit query
results by an agency code in the Summary areas, but it is not mandatory. Users
with RACF security for the Employee History area have access to view
information on any employee, regardless of agency.
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AREA OF ANALYISMAIN PAGE

HRIPayroll: Agency Detail Benefits Main Page (3 Page Help

Home Agency [010-LEGISLATURE-OPERATING 1

Press the "Go |" button above to enter the Wiew Reports section. From inside the View
Reports section the user may select from a list of reports to view. The View Reports
section contains the following report types:

Standard Reports - These reparts are pre-defined FOCUS reparts, which will be
available to all users. These reparts may be printed using the user's weh hrowser print
feature. These reparts are not tagged with an icon.

Personal Reports - Reparts created by the user using the Data VWarehouse Weh
Interface Taool. They may be saved under a User's ID ar downloaded as a Tab-
Separated-Value (TSY) or a fixed width file. These reports are tagged with the Persanal
Reportican .

Flexible Reports - Repoarts created using the Data Warehouse VWeh Interface Tool. They
may be downloaded as a Tab-Separated-value (TS file, a fixed width file ar printed
using the user's weh browser print feature. These reports are tagged with the Flexible
Report ican ®

HRiPayroll: Agency Detail Benefits Main Page (3) Page Help

Create Reports

Home Agency [010-LEGISLATURE-OPERATING =l

Press the "Gol" button above to enter the Create Reports Main section. From inside the
Create Reports section the user may select from the following sections:

Data Selection Page

Date/GTN Selection Tab - This tab allows the user to select pay period date(s) for the
report.

Home COA Selection Tab - This tab allows the user to select home accounting repart
parameters.

Title Selection Tab - This tab allows the user to select title repart parameters.
Attributes Selection Tab - This tab allows the user to select attribute report parameters
specific to Benefits.

Group By Selection Tab - This tab allows the user to select a Group By (order used to
sort recaords) aption.

Review Selections Page

The Review Selections Page the code walues for all the selections made on the Data
Selection Tabs. This allows the user to guickly review their selections without maowving
through all the Data Selection Tahs.

View Results Page

The View Results Page allows users to see the results of the report requested. Users
may download or save the repart results.

The Create Reports section allows users to generate a limitless number of reports using
the Data Selection, the Review Selections, and View results pages.
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AREA OF ANALYISMAIN PAGE:
CREATE REPORTSTAB

To access the SAM |l HR/Payroll Data Warehouse Web Interface, click on the
HR/Payroll link from the SAM Il Data Warehouse Homepage. The HR/Payrall
Areas of Analysis page will open.

The first step in creating or viewing a persona report is selecting an Area of
Analysis. Clicking on any Area of Analysis link from the HR/Payroll Areas of
Analysis page opens the Area of Analysis Main Page.

The Main Page of any Area of Analysis displays two tabs: the View Reports tab
and the Create Reports tab. The View Reports tab will be covered later in this
topic.

CREATE REPORTSTAB

The Create Reports tab on the Area of Analysis Main Page is the starting point for
creating personal reports. This tab includes a brief summary of each of the
various options users will be presented with when creating reports. In addition, if
the Area of Analysis selected is from the Agency Detail group (or the Summary
Payroll area), the user will select the appropriate agency from the available
Agency dropdown box. The user must have security clearance for the agency
selected. The selected agency will also determine the organization choices
available during Data Selection.

Note: When working in the Agency Detail Payroll or Summary Payroll Areas of
Analysis, the user must select either the Home or Charged radio button to
indicate what type of agency is selected in the Agency dropdown box.

After selecting the correct agency (if necessary), click on the Go! button @
to begin report creation. The Go! link takes the user to the first report creation
page. The following four main options are available from the report creation
pages of all of the Areas of Analysis except the Employee History, Agency Detail
Payroll Accounting and Agency Detail Position History areas: *

Data Selection
Review Selections
View Results

Undo Selections

*The Employee History area does not include the “Review Selections’ option, because al of the selection criteria are
displayed under the “Data Selection” option. The options available for the Agency Detail Position History and Agency
Detail Payroll Accounting areas are discussed in the appendices at the back of this manual.
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REPORT CREATION PAGES: DATA
@ SELECTION

DATE/GTN
HRIPayroll: Agency Detail Payroll: Data Selection () Page Help
Home Agency: ALL
I@ Data Selection 1 Review Selections | @1 Yiew Fesults 7 |ndo Selechions |

Date/GTH CO&-More Group By

Date Option & Single Date
" Date Range
 GTH Run Number
" GTH Run HNumber Range

Pay Period End Date|1EI-1 5-2000 vl

Payroll Number |ALL j
HOME COA
HRI/Payroll: Agency Detail Employee: Data Selection (@) Page Help
Home Agency: ALL
I@Daﬂa Selection @ Review Selections | @L “iew Results 7 Lndo Selections I

Actions Grade Work Loc ResL Group By

Home Organization IALL v|
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REPORT CREATION PAGES: DATA
SELECTION

Clicking the Data Selection button opens the Data Selection page. The Data
Selection page is used to define and specify what types of data will be displayed
in the report. The Data Selection page for each Area of Analysis includes one or
more selection tabs used to organize the different types of selection criteria
Although the selection tabs available vary for each Area of Analysis, the tabs
discussed below are the most common. Refer to the appendix at the back of this
manual for listings of the actual selection tabs available for each Area of Analysis.

SEARCH BUTTONS 0l Searchl

Many selection tabs in the Data Selection pages offer Search buttons. Search
buttons can be used to find valid values for the fields they appear next to. To
search for valid values, click on the Sear ch button. Follow the instructions on the
Search page to find a list of valid values. Click on a value in the list to select it
and return to the Data Selection page.

DATE/GTN AND DATE SELECTION TABS

Date/GTN selection tabs are used to select single dates, date ranges, Gross-to-Net
(GTN) run numbers, or GTN run number ranges to include in the report. Single
dates and date ranges are based on pay period end dates. Selecting a radio button
from the Date Option choices determines the remaining fields available—for
example, if “Date Range” is selected, Pay Period Start Date and a Pay Period
End Date fields are displayed.

Date selection tabs do not include GTN run number or pay period information.
Date selection tabs in employee areas are used to select a date range, up to one
year, to be included in the report. Date selection tabs in position and demographic
areas are used to select asingle “as of” date to be included in the report.

Note: If adate range that includes multiple fiscal years has been specified on the
Date/GTN or Date selection tabs, al Chart of Account codes except Agency will
besetto“ALL.”

HOME COA AND POSN COA SELECTION TABS

Home COA selection tabs are used to limit the data included in the report by
agency and/or organization.

Posn COA selection tabs are also used to limit the data included in the report by
agency and/or organization. In addition, Posn COA selection tabs can be used to
specify a particular labor distribution profile within an agency and/or
organization.
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REPORT CREATION PAGES: DATA
SELECTION

COA AND COA-MORE SELECTION TABS

COA selection tabs are used to limit the data included in the report by what Chart
of Account elements were charged (Agency, Organization, Fund, etc.). COA-
More selection tabs are used in the same way as COA selection tabs. They
display additional Chart of Account options. These tabs are only available in the
Agency Detail Payroll and Summary Payroll Areas of Analysis. Actua field
names on these selection tabs will differ depending on whether the Home or
Char ged radio button was selected on the Create Reports tab.

TITLE SELECTION TABS

Title selection tabs are used to limit the data included in the report by title
information. If atitle code is selected in the Title field, valid sub title codes will
be available in the Sub Title dropdown box. Report data can also be limited by
Title Group and Title Category.

ATTR SELECTION TABS

Attr selection tabs are used to limit the data included in the report by various
area-specific attributes. For example, the Attr selection tab on the Summary
Payroll Data Selection page includes payroll-related criteria options such as Pay
Event Category and Pay Class.

GROUP BY SELECTION TABS

Group By selection tabs are used to specify what fields will be displayed on the
report and as well as how the data on the report will be sorted. To select afield to
include on the report, highlight it from the “Group By Choices:” list on left and
click on the right arrow button. Selected choices appear in the “Group By
Selections” list. To remove a selected choice, highlight it from the “Group By
Selections” list and click on the left arrow button. Use the SHIFT and CTRL keys
to select multiple fields at one time from the “ Group By” lists.

The report will be sorted in the order of the fields displayed in the “Group By
Selections” list. To change the order of the list, highlight afield and click on the
up or down arrow buttons to move the field higher or lower in the sort order.

Note: If using Internet Explorer 5.0, external browser errors will be returned if
you select more than 10 items to group by.

Group By selection tabs also have Display Options checkboxes. Use these
checkboxes to include additional fields on the report. Some Display Options
checkboxes are always checked.
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REPORT CREATION PAGES: REVIEW
@ SELECTIONS, UNDO SELECTIONS, AND
VIEW RESULTS

REVIEW SELECTIONS

HRJ/Payroll: Agency Detail Position: Review Selections (@) Page Help
Position Agency: ALL

=B Data Selection | E,@ Peview Selections [P view Results <7 Undo Selections |

Date: 10-19-2001

23 Position Organization: ALL
LDPR: ALL

Fasition Position Status: ACTWVA
Permanent: PERMANENT

Title: AO0028
Sub Title: ALL
Title Group: ALL
Title Category: ALL

Override Grade: ALL

Paosition Mumber First Allocated Date Position Agency Position
Organization Position Status Title, Sub Title
Display Options: Code Descriptions

Group By Group By:

VIEW RESULTS

HRIPayroll: Agency Detail Position: View Results {Z)Page Help

@Data Selection | Fol Review Selen:tiu:nnsl I@J. Yiew Besults v Undo Selections J

Agency Detail Position

Position Agency : ALL

Date : 10-19-2001

Position Status : ACTWVA

Permanent : PERMANENT

Title : AQ0025 -

Group By : Position Murnber First Allocated Date Position Agency Position Organization Position
Status, Title, Sub Title

Based upon the above criteria, your query was executed. Below are the query statistics.
Report Processing Time (secs) : 1.435

Records Selected : 351

Record Length : 222

Estimated Download File Size (bytes) : 77922

(=i Repc-r‘tl m Download | [ Save Report
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REPORT CREATION PAGES: REVIEW
SELECTIONS, UNDO SELECTIONS, AND
VIEW RESULTS

REVIEW SELECTIONS

Clicking the Review Selections button opens the Review Selections page. The
Review Selections page allows the user to review the criteria selected on the Data
Selection page without clicking between tabs. Report criteria should always be
reviewed prior to executing the report query. When reviewing the report's
criteria, users can find errors and use the hyperlinks to return to the appropriate
Data Selections area to correct them. Avoiding errors in reporting criteria will
reduce the number of queries executed with incorrect results, therefore lower
reporting costs.

UNDO SELECTIONS

Clicking on the Undo Selections button returns the user to the Area of Analysis
Main Page, and resets the criteria selected on the Data Selection page.

VIEW RESULTS

Clicking on the View Results button runs the query based on the selection criteria
and opens the View Results page. The View Results page shows the selection
criteria and statistics for the query that was just executed. From this page users
may view the generated report online, download it, or save the report design as a
Personal Report.

Notee When using any of the Summary Areas of Analysis, the value in the
Records Selected field on the View Results page represents the number of
different combinations that met your query’s criteria. 'Y ou should view the report
to be sure of the datareturned. For example, assume an agency has the following:

Agency: 300, Pos#: 0000123, Title: ABCDOQO, Sub-Title: Al
Agency: 300, Pos#: 0000456, Titlee ABCDOO, Sub-Title: Al
Agency: 300, Pos#: 0000789, Title: ABCDOQO, Sub-Title: A2

A query for Agency 300 and Title ABCDOO, grouped by agency and title, would
“select” 1 record—one line with a count of 3 positions. A query for Agency 300
and Title ABCDOO, grouped by agency, title, and sub-title would “ select” 2
records—one line with a count of 1 position and one line with a count of 2
positions.

Note: When viewing results of a query, avalue of M in the Appointment ID field
for an employee denotes that the data returned is from the employee’s (pre-SAM
1) MESH record.
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&

—

VIEW RESULTS: VIEW REPORT

HR/Payroll: Agency Detail Position: View Report

@ Page Help

@Da{a Selection | e ReviewSelediDnsl [#, Wiew Results

v Undo Selections |

Agency Detail Position

Position Agency : ALL
Date : 10-12-2001

Position Status : ACTWVA
Permanent : PERMANENT
Title - ADODZE -

Group By : Position Number First Allocated Date Position Agency Position Organization Position

Status Title Sub Title

Go To Row # “1 Rows/Fage “20 il_@';h - 20 of 351 _ﬂﬂl

First Position Position
Position Humber Allocated Date Agency Organization
[MEWOOT 04-17-2000 a1o 2025
SPTW001 04-01-2000 a1a 2018
SP7WO02 04-01-2000 a10 2018
SPFW003 04-01-2000 a10 2018
SP7WO04 04-01-2000 010 2018
SPTWWO05 04-01-2000 o10 2018
SPTW006E 04-01-2000 a1o 2018
SPPWOO7 04-01-2000 010 2018
SPTW003 04-01-2000 a1o 2018
SP7W009 04-01-2000 010 2018
SPTW010 04-01-2000 a1o 2018
SPTW011 04-01-2000 a1a 2018
SP7W012 04-01-2000 a10 2018
SPTW013 04-01-2000 a10 2018
SP7W014 04-01-2000 010 2018
SRS 04-01-2000 010 2018
SPTW016E 04-01-2000 a1o 2018
SPPWO17 04-01-2000 010 2018
SPTW013 04-01-2000 a10 2018
SP7W019 04-01-2000 010 2018

Position
Status
AT A
ACTA,
AT A
AT A,
AT A,
AT A
AT A,
AT A,
AT A,
AT,
AT A
ACTA,
AT A
ACTHA,
AT A,
AT A,
AT A,
AT A,
AT A,
AT,

Title
AO00CE
A00023
A00025
AO00E
A00025
A00025
A00023
A00025
A0S
A00025
AO00CE
A00023
A00025
AO002E
A00025
AO0025
A00023
A00025
A0S
A00025

Sub
Title
Al
A1
Al
A1
Al
Al
A
Al
A1
Al
Al
A1
Al
Al
Al
Al
A
Al
A1
Al
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VIEW RESULTS: VIEW REPORT

Once the query has been executed, users are offered three options for accessing
the generated report: view the report online, download the report, and save the
report as a Personal Report. If the query was successful, a button associated with
each option appears on the View Results page.

VIEW REPORT

Clicking on the View Report button opens the View Report page. On this page,
users can view the results of the query online in report format. The View Report
page also offers buttons that allow users to go to a specific row on the report or
change the number of rows that appear on each page. To use these features, type
the desired number in the field next to the appropriate button, then click the
button. Use the left and right arrow buttons to move between pages.

Note: When printing reports it is suggested that users first download the report
onto their PC (see below), rather than printing from the View Report page. Using
the print command from the web browser will only print what is shown on the
screen. For example, if your generated report has 200 rows and only 20 rows are
displayed on the screen, you would have to execute the print command 10 times
(once for each page) to print all of the data. If the report is downloaded, the entire
document can be printed.
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[ @] VIEW RESULTS: DOWNLOAD REPORT

—

‘ HRiPayroll: Download {3 Page Help

Download Options o ) ) ]
Clicking on the Download Cption bars to the |eft will create files

that can be downloaded with results from a guery. They can then

| be imported into a database or a spreadsheet. Mote that the

download file will contain the entire results of the query, and not

. Fined Width | just the 20 records displayed. Clicking on the cancel button will
return to the View Fesults page.

. Cancel |

. Tab-Separated

The file that will be downloaded will be a generic format. Tab
Separated Values [ TSW) formats the data, with each field
separated by a TAE. This format can be read by most major
spreadsheets and database applications, including M3 Access
and M5 Excel. Most Internet browsers will handle a link to a file of
this type correctly, but some browsers may need to have their
configuration adjusted. A default file name has been give to each
report created. The default file name can be changed when the
report is downloaded.

Text ( THT) files are simply ASCI Text files. These files may be
opened with any text viewer (such as NotePad, or M3 VWord )
Fixed Width Data stared in a TAT file can be imported directhy
into many majar applications, including MS Excel and M3 Access.
se the information in the Repart Heading and Record Layout File
to help configure this impaort.

Click on one of the links to the left to create either a Tah
Separated Walues (TSY) File, ar a Fixed Width ( T=T) file. It will
take several seconds for the Data VWarehouse Server to prepare
your files after you click the button. YWhen the server is finished,
links will be provided to download the files.
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VIEW RESULTS: DOWNLOAD REPORT

DOWNLOAD REPORT

Clicking on the Download button opens the Download page. This page allows
users to download al of the data returned from the query to a loca computer.
Downloading reports can be helpful, as the data can be imported into a
spreadsheet for further manipulation.

Data can be downloaded from the SAM Il HR/Payroll Data Warehouse in two
different formats. Tab-Separated Vaue files (TSV) and Fixed Width files
(.TXT).

Tab-Separated Vaues (.TSV) files format the data with each field separated by a
TAB. This format includes the report title, column headers, and the report data.
.TSV files can be read by most major spreadsheet and database applications.

Note: If downloading .TSV files using Internet Explorer 5.0 and Windows 95,
you must download the file using the default file name. Y ou may rename the file
later.

Note: If you are having trouble downloading .TSV files, refer to the “Help by
Topic” section of the main Data Warehouse Help window. Search by keyword
“download”.

Fixed Width (.TXT) files are straight sequential files in ASCIlI format. If
downloading into this format, the user will download two separate .TXT files.
One file contains the report data, and the second file contains the column headers
(field names). Any text viewer (such as Notepad or MS Word) and most
spreadsheet/database applications can open .TXT files.

Note: MS Access does not recognize the .TSV extension. If using MS Access
the .TXT download option should be used. If a.TSV file must be used with MS
Access, one of the following actions can be taken: 1) Open the . TSV filewith MS
Excel, delete the report title and column headers, save the file asa . TXT file, and
open the .TXT file in MS Access. 2) Rename the downloaded .TSV file to a
TXT file, open the file in Notepad, delete the report title and column headers and
save. Openthe . TXT filewith MS Access.

To download data, click on the appropriate file format link on the left side of the
Download page. The next page that opens will contain links to the downloadable
file(s). Follow the instructions on the page to download the file(s) to your PC.

Note: Click the Cance link from the Download page to return to the View
Results main page.
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[ @] VIEW RESULTS: SAVE REPORT

g
Save as Personal Report (@ Page Help
%The user can save this report and its associated settings by typing a name inthe box
[below, and pressing the save button. If a report already exists with the title the user is trying
to save the report as, the user will be prompted to overarite the existing report. This saved
ipersunal Report will only appear on your report list. Contact your administrator if this report
|should be added to the list of standard statewide reports availahle through the weh
interface. |

Title |
Description I
Save I Cancel I
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VIEW RESULTS: SAVE REPORT

SAVE REPORT

Clicking on the Save Report button opens the Save as Personal Report page.
This page allows users to save the design of the report as a Personal Report, to be
accessed later through the Personal Report Administrator.

To save your report, enter a title for the report in the Title field, and a short
description of the report in the Description field. When satisfied with the report
title and description, click the Save button. You will be taken to the main View
Reports page, Personal tab. On this tab you will see the report you just saved.
Place the mouse pointer over the Description icon for a description of the report.
Deleting and renaming reports must be done using the Personal Report
Administrator (see Topic 2). Note that all Flexible Reports must first be saved as
Personal Reports.

Note: Click the Cancel button from the Save Report page to return to the View
Results main page.

CREATING A FLEXIBLE REPORT FROM A PERSONAL REPORT

Any Persona Report can be made into a Flexible Report. Unlike Persona
Reports, Flexible Reports are available to any web interface user who is
authorized for the agency that created the Flexible Report. Personal Reports are
only available to the user who created the report. Flexible Reports should be
created from any Personal Reports deemed useful to other users.

To create a Flexible Report, contact your agency’s SAM |1 HR/Payroll Level 1
Help Desk. You will be asked to provide the following information:

User ID used to create the Personal Report
Exact title of the Personal Report

Application in which the Personal Report was created (i.e., HR/Payroll,
Budget, or Financial)

Area of Analysisthe Personal Report was created in

In addition, you may be asked for a new title and/or description for the Flexible
Report, and whether or not you would like to keep your Personal Report.

The agency Level 1 Help Desk staff will complete the processing required and
forward the request to the SAM |1 HR/Payroll Level 2 Help Desk to create the
Flexible Report.
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CREATING REPORTS: SUMMARY OF

STEPS

Log On

Access HR/Payroll
Application

v

Select Area of Analysis

Specify Criteria

v

View, Download,
and/or Save Report

Create Flexible Report
if Desired
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CREATING REPORTS: SUMMARY OF
STEPS

The basic steps for creating reports from the SAM |l HR/Payroll Data Warehouse
Web Interface are below.

Step 1.
Step 2.
Step 3.

Step 4.

Step 5.

Step 6.

Step 7.

Step 8.

Step 9.

Log into the Data Warehouse from the Welcome Page.
Select the HR/Payroll link from the State Applications list.
Select the appropriate Area of Analysis.

Click on the Create Reports tab, select your agency from the dropdown
box, and click the Go! button.

Use the various tabs on the Data Sel ection pages to specify criteriato
limit your query.

Use the Review Selections page to review and edit your criteriaif
necessary.

When satisfied with the entered criteria, click on the View Results
button to see the results of your query.

Select the appropriate options from the View Results page: view the
report online, download the report, and/or save the report.

(Optional) Create a Flexible Report from your saved Personal Report
if desired.
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AREA OF ANALYISMAIN PAGE: VIEW
REPORTS

HRIPayroll: Employee History Main Page {3)Page Help

Fress the "Go 1" button above to enter the View Reports section. From inside the View
Feports section the user may select from a list of reparts to view. The Yiew Reports
section contains the following report types:

Standard Reports - These reports are pre-defined FOCUS reports, which will be
available to all users. These reports may be printed using the user's web browser print
feature. These reports are not tagged with an icon.

Personal Reports - Reports created by the user using the Data Warehouse VWeb
Interface Toal. They may be saved under a User's ID or downloaded as a Tab-
Separated-Yalue (TSY) or a fixed width file. These reports are tagged with the Personal
Report icon S

Flexible Reports - Reports created using the Data YWarehouse Weh Interface Tool. They
may be downloaded as a Tab-Separated-Value (T3Y) file, a fixed width file or printed
using the user's weh browser print feature. These reports are tagged with the Flexible

Feporticon B

HRI/Payroll: Employee History: View Reports {3 Page Help

Click one of the fallowing report names to view the report. A description of the report will
appear when the cursor is placed on the report description ican.

Ferzonal
Report Names Desc |

EMPLOYEE HISTORY %
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AREA OF ANALYISMAIN PAGE: VIEW
REPORTS

Recall that the Main Page of any Area of Analysis displays two tabs. the View
Reports tab and the Create Reportstab. The View Reportstab is covered below.

VIEW REPORTSTAB

The View Reports tab on the Area of Analysis Main Page is the starting point for
viewing reports. This tab includes a brief summary of each type of report
(Personal, Flexible, and Standard). In addition, if the Area of Analysis selected is
from the Agency Detail group, the user will select their home agency from the
Home Agency or Home/Charged Agency dropdown box. The user must have
security clearance for the agency selected. The selected agency will aso
determine what reports are available. If the user is in an Agency Detail area of
analysis, Standard Reports will include data for their home agency only (unless
the user isfrom OA). Standard Reportsin statewide areas of analysis will include
statewide information.

Note: The “ALL” option of the Home Agency or Home/Charged Agency
dropdown box is available to OA usersonly.

After selecting the correct agency (if necessary), click on the Go! button @
to enter the View Reports page. The View Reports page has three available tabs:
Standard, Flexible, and Personal. Click on the appropriate tab to see the reports
available.

Available reports are listed under the “Report Name” column. To display the
description of the report, place your mouse pointer over the icon under the “Desc”
column.

Clicking on a report title takes the user to the View Results screen. From here,
follow the procedures for viewing online, downloading, or saving.
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TOPIC 4: WALKTHROUGHSAND
EXERCISES

This topic contains several instructor-led walkthroughs and individual exercisesto
be performed without the help of the instructor.

After completing thistopic, you will:

Be comfortable navigating and extracting data from the SAM 1|
HR/Payroll Data Warehouse Web Interface
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WALKTHROUGH 1: AGENCY DETAIL
LEAVE

HRI/Payroll: Agency Detail Leave Main Page {3) Page Help

Wiew Reparts

Create Reports

Home Agency [580 - HEALTH-OPERATING =l

Press the "Gol" button above to enter the Create Eeparts Main section. From inside the
Create Feports section the user may select from the following sections:

Data Selection Page

Date/3TN Selection Tab - This tab allows the user to select pay period date(s) for the
report.

Home COA Selection Tab - This tab allows the user to select home accounting report
parameters.

Title Selection Tab - This tab allows the user to select title report parameters.
Attributes Selection Tab - This tab allows the user to select attribute report parameters
specific to Leave.

Work Location Selection Tab - This tab allows the user to select wiork location report
parameters.

Resident Location Selectien Tab - This tab allows the user to select resident location
report parameters.

Group By Selection Tab - This tab allows the user to select a Group By (order used to
sort records) option.

BETCHENRER Home CO& “whork Loc . FesLoc  Group By

Date Option  Single Date
" Date Range
 GTN Run Number
" GTN Run Humber Range

Pay Period End Date|1D—1 5-2000 'l

Payroll NumherlALL LI
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Y WALKTHROUGH 1: AGENCY DETAIL

3 LEAVE
R =

Y ou work for the Department of Health. Y ou’ve received a request to generate a
report of the annual leave balances and usage of all Computer Information
Technologist 11's (title code 000152) within the Information Systems division
(organization code 3023) who have the sub-title Q1 and work in Jefferson City.
Additional report criteriafollows:

The report should only include employees using the standard leave policy
(STAND).

The report should be as of the pay period ended October 15, 2000.

The report should display leave usage and accruals for the current pay period
aswell asthe year to date.

The report should be sorted in the following order: Employee ID, Work
L ocation, and Home Organization.

Follow the steps below to create the report.

Step 1. Loginto the SAM Il Data Warehouse Web Interface and access the
HR/Payroll section.

Step 2. Enter the Agency Detail Leave Areaof Analysis by clicking the link.
Step 3. Click on the Create Reports tab.

Step 4.  Select 580 - HEALTH-OPERATING from the Home Agency
dropdown box and click the Go! button.

Step 5.  Onthe Date/GTN selection tab, enter the following options:

Date Option: Single Date
Pay Period End Date: 10-15-2000
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LEAVE

WALKTHROUGH 1: AGENCY DETAIL

Date/GTN [FlapcAnary § 2 oo Group By

Home Organization | 3023 - INFORMATION SYSTEMS (LWL 03)

Group By

Title IUUU152 - [COMPUTER INFO TECHNOLOGIST Il

Title Group [ALL =l

Sub Title | Q1 - DEPARTMENT OF HEALTH =l

Title Category |ALL

@ Searchl

Leave Event Category [ANNUL - ANNUAL LEAVE =l

FLSAIALL 'i

Client Profile [ALL =

Leave Policy I STAMD - STANDARD LEAVE POLICY

Pay Class |[ALL

Ll el

Group By

Work Country I USA-UNITED STATES OF AMERICAj

Work State IMO - MISSOURI- USA

Work County | 051 - COLE - MO =

Work City | JEFFERSON CITY - MO - D51 =l
Work Zip Code |ALL R

Work Location IALL
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WALKTHROUGH 1: AGENCY DETAIL
LEAVE

Step 6.

Step 7.

Step 8.

Step 9.

Step 10.

Step 11.
Step 12.
Step 13.

Step 14.

Click on the Home COA selection tab and enter the following options:

Home Organization: 3023 —INFORMATION SYSTEMS (LVL 03)

Click on the Title selection tab and enter the following options:

Title: 000152
b Title: Q1 -DEPARTMENT OF HEALTH

Click on the Attr selection tab and enter the following options:

Leave Event Category: ANNUL — ANNUAL LEAVE
Leave Policy: STAND —STANDARD LEAVE POLICY

Click on the Work L oc selection tab and enter the following options:

Work City: JEFFERSON CITY - MO -051

Click on the Group By selection tab and enter the following options:

Group By Sdlections: Employee I D, Work Location, Home
Organization

Display Options: Current Balance Amount, Current Usage Amount,
Current Accrual Amount, YTD Usage Amount, YTD Accrual

Amount, Code Descriptions, Include Lower Level Home
Organizations

Click on the Review Selections button to review your criteria.
When satisfied, click on the View Results button.
To view the report, click on the View Report button.

Use the various options on the View Report page to view the datain
the report.

At this point, if the report was satisfactory, you would choose to download and/or
save the report to be viewed later using the Personal Report Administrator.
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WALKTHROUGH 2: AGENCY DETAIL
EMPLOYEE

HRiPayroll: Agency Detail Employee Main Page (3) Page Help
Home Agency |010-LEGISLATURE-OPERATING = (s

Press the "Gol" button abowve to enter the Create Reports Main section. From inside the
Create Reports section the user may select from the following sections:

Data Selection Page

Date Selection Tab - This tab allows the user to select dates for the report.

Home COA Selection Tab - This tah allows the user to select home accounting repart
parameters.

Actions Selection Tab - This tab allows the user to select personnel action repart
parameters.

Title Selection Tab - This tab allows the user to select title repart parameters.

Grade Selection Tab - This tab allows the user to select grade report parameters.
Attributes Selection Tab - This tah allows the user to select attribute report parameters
specific to Employee.

Work Selection Tab - This tab allows the user to select work location report
parameters.

Resident Selection Tab - This tab allows the user to select resident location report
parameters.

Group By Selection Tab - This tab allows the user to select a Group By (order used to
sort records) option.

Home COs Grade ‘work Lo ResLoc Group By

Start Date [October x| | 2000 =]

End Date |[{8[s=a]«/=]a= il
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WALKTHROUGH 2: AGENCY DETAIL
EMPLOYEE

Scenario

D

@

k-
N

You work for the Legislature. You've received a request to generate a report of
al Clerk Typist 11I's (title code A00028) within the Committee for Legidative
Research organization (organization code 2025) who's most recent personnel
action is “New Hire” (personnel action code NHIRE) and most recent personnel
action reason is* Original Appointment.” Additional report criteriafollows:

The report should only include employees with an employment status of
Active (1).

The report should only include employees who work full time for the
Legidature.

The report should only include employees who are paid on a pay period basis
and make between $15,000.00 and $19,999.99 per year (or $625.00 to
$833.33 per pay period).

The report should be as current as possible. Therefore, the current month
should be used.

The report should be sorted in the following order: Action Date, Employee
ID, First Name, Last Name, Work Location, and Salary. The report should
display Code Descriptions.

Follow the steps below to create the report.

Step 1.  Enter the Agency Detail Employee Area of Analysis by clicking the

link.

Step 2. Click on the Create Reports tab.

Step 3. Select 010 - LEGISLATURE-OPERATING from the Home Agency

dropdown box and click the Go! button.

Step 4.  Onthe Date selection tab, enter the following options:

End Date: Sdlect the current month
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WALKTHROUGH 2: AGENCY DETAIL
EMPLOYEE

Group By

Home Organization | 2025 - COMM LEGISLATIVE RESEARCH (LvL 02) j

[als  Home D02 R G H Casouap B

Employment Stane [27) x
D -DECEASED

T-INACTIVE EMFLOYEE

1| - CORVERSICH MERE

1= INTERIM IH&CTIWE EMPLOYVEE

1-LEAVE OF ABSEMCE WITHOLIT Py
4-HATIONAL GUARDEMERG. CALLUF
5-MHOMN-EMERG HATICM GURRD CaLL UP

|G- MO HOUSING DEVELOPMENT COMMSS x|

Personnel Adcien (D158 - DISKEEAL -]
HREAFL - HIRED ARFLUCANT
LOF - LEAWE WITHOUT By
L - LEAYE %WITH Py’
HHIFRE - HEWY HIRE IN S
OTERKM - DTHER TERMPATIONS
REZAS - RESIGH ARERICY

FESST - RESIGH STATE

FETIF - RETIREMENT

FHIRE - REHFE =

Personiel Beason [o) | H
A1 - EMERGEMCY AFFOINTMEMNT

All? - LIMITED TEMPORARY APPOIMTHENT

A01- TEMFORARY APPOINTMENT

[ - PRSI0 AL AFFOINTRWENT

ALE - ORIGIMNAL 2APFT NOM-COMPETITWE

Al7T- COYERED AFPOINTIMEMT

Al - AEIMETATEMENT AFPOINTHEMT

403 - ORDERED FEINSTATEMENT =

Warkforoe Change |4 r]

Group By
Title [A00028 [CLERK TYPIST Il (7] Searchl
Sub Title [ALL =
Title Group [ALL =
Title Category |ALL =l
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Y WALKTHROUGH 2: AGENCY DETAIL
‘ti EMPLOYEE

!3 Step 5. Click on the Home COA selection tab and enter the following options:

Home Organization: 2025— COMM LEGISLATIVE RESEARCH
(LVL 02)

Step 6.  Click on the Actions selection tab and enter the following options:

Employment Status: 1 —ACTIVE EMPLOYEE
Personnel Action: NHIRE —NEW HIRE IN SAM || DATABASE
Personnel Reason: A05 — ORIGINAL APPOINTMENT

Step 7. Click on the Title selection tab and enter the following options:

Title: A00028
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WALKTHROUGH 2: AGENCY DETAIL
EMPLOYEE

Home 04 Achions Grade “Work Loc Resloc  Group By
Ethnicity [ ALL |
Gender |ALL 'I

Age Range IALL 'l

Amount Basis | P - PAY PERIOD BASIS x|
Salary Range | $625.00 - $833.33 ($15.000.00 - $19,999.99) =
Percent Fulltime
Marital Status |ALL =l
Disability [ ALL =
Veteran Status IALL _j
Conviction m
Degree IALL
Major | ALL

=l
=
Minor |ALL =]
|
H

Civil Service Status |ALL

Union Local [ALL
Job Status [ALL |
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Y WALKTHROUGH 2: AGENCY DETAIL
‘ti EMPLOYEE

!3 Step 8. Click on the Attr selection tab and enter the following options:

Amount Basis: P —PAY PERIOD BASIS
Salary Range: $625.00 - $833.33 ($15,000.00 - $19,999.99)
Percent Fulltime: 1.0

Note: The Amount Basis field must be set to the value employees
were established with in the online desktop system. Most employees
are established as either hourly or on a pay period basis. The numbers
in parenthesisin the Salary Range field values represent the calculated
annual rate. For example, if an employee makes $25,000.00 per year
in salary and is set up on a pay period basis, running a query with an
Amount Basis of A — ANNUAL BASI S and a Salary Range of
$20,000.00 - $39,999.99 will not select the employee’ s record.
Instead, the Amount Basis should be set to P — PAY PERIOD BASIS
and the Salary Range should be set to $1,041.67 - $1,250.00
($25,000.00 - $29,999.99).

Step 9.  Click on the Group By selection tab and enter the following options:

Group By Selections: Action Date, Employee I D, First Name, Last
Name, Work Location, Salary

Display Options. Code Descriptions
Step 10.  Click on the Review Selections button to review your criteria.
Step 11. When satisfied, click on the View Results button.
Step 12.  To view thereport, click on the View Report button.

Step 13.  Usethe various options on the View Report page to view the datain
the report.

At this point, if the report was satisfactory, you would choose to download and/or
save the report to be viewed later using the Personal Report Administrator.
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EXERCISE 1: AGENCY DETAIL
POSITION

Scenario

Y ou work for the Department of Health (agency 580). Y ou’ve received a request
to generate a single report of all permanent positions within the Department of
Health with a status of either “Add Position to System” (ACTVA) or “Edit
Existing Position (ACTVE), as of today. Additional report criteriafollows:

The report should be sorted in the following order: Position Number, Title,
Sub Title, Position Status, First Allocated Date, and Position Organization.
The report should display Code Descriptions.

Take the steps necessary to generate this report. Answer the following questions:

1) How many records did your report select?

2) What position number is on thefirst line of the report?

3) What organizations within the Department of Health have positions in a status
of either “ACTVA” or “ACTVE?

4) List some of thetitle descriptions for the positions selected.
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EXERCISE 22 SUMMARY
DEMOGRAPHICS

Scenario

Y ou've received arequest to generate a report of the number of hourly employees
working for the state today under the title of “Miscellaneous Professional” (title
code 009811) who make less than $20,000.00 per year (or $9.62 per hour).
Additional report criteriafollows:

The report should be sorted in the following order: Home Agency, Home
Organization, Sub Title, and Salary. The report should display the Employee
Count and Code Descriptions.

Take the steps necessary to generate this report. Answer the following questions:

1) How many records did your report select?

2) What agency and organization combinations have Miscellaneous
Professionals making under $20,000.00 working for them?

3) List the number of Miscellaneous Professionals making under $20,000.00
working within each agency and organization from Question 2.

4) What isthe average pay rate of these employees?
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EXERCISE 3: SUMMARY POSITION

Scenario

—%

You've received a request to generate a report of the number of positions,
statewide, for Registered Nurse III's that had a status of either “Add Position to
System” (ACTVA) or “Edit Existing Position (ACTVE), on October 1%, 2000.
Additional report criteriafollows:

The report should be sorted in the following order: First Allocated Date,
Position Agency, Position Organization, and Position Status. The report
should display the Position Count and Code Descriptions.

Take the steps necessary to generate this report. Answer the following questions:

1) How many records did your report select?

2) What agency and organization combinations had Registered Nurse IlI
positions on October 1%, 2000?

3) List the number of Registered Nurse Il positions each agency and
organization combination from Question 2 had on October 1%, 2000.

4) What is the earliest date a Registered Nurse |11 position was allocated? What
agency and organization wasit for?
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APPENDIX A: CREATE REPORTSTAB
[ @ OF AGENCY DETAIL PAYROLL

======, ACCOUNTING

HRIPayroll: Agency Detail Payroll Accounting Main Page (3 Page Help
View Feports: SRR
Home/Charged Agency iD1EI-LEG|SLATURE—OPERﬁ.TING :_I |@

Press the "Gol" button above to enter the Create Reports Main section. From inside the
Create Reports section the user may select from the following sections:

Data Selection Page

GTN Selection Tab - This tab allows the user to select a gross to net run number

report pararmeter.
Employee Selection Tab - This tab allows the user to select the employee report

parameters.

Check Selection Tab - This tab allows the user to select check report parameters.
Decument ID Selection Tab - This tah allows the user to select a document id report
parameter.

Review Selections Page

The Feviews Selections Page the code values for all the selections made on the Data
Selection Tabs. This allows the user to quickly review their selections without maoving
through all the Data Selection Tabs.

View Pay. Results Page

The Yiew Pay, Results Page allows users to see the pay results of the report requested.
Users may download or save the report results.

View Ded. Results Page

The Yiew Ded. Results Page allows users to see the deduction results of the report
reguested. A deduction type of "859958" is truly net pay. Users may download or save the
report results.

View Frng. Results Page

The View Frng. Fesults Page allows users to see the fringe henefit results of the report
reguested. Users may download ar save the report results.

The Create Repaorts section allows users to generate a limitless number of reports using
the Data Selection, the Review Selections, and View results pages.
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APPENDIX A: CREATE REPORTSTAB
OF AGENCY DETAIL PAYROLL
ACCOUNTING

The Create Reports tab on the Agency Detail Payroll Accounting Main Page is the
starting point for creating personal reports. This tab includes a brief summary of
each of the various options users will be presented with when creating reports.
The user must first select their home agency from the Home/Charged Agency
dropdown box. The user must have security clearance for the agency selected.

Note: The “ALL” option of the Home/Charged Agency dropdown box is
available to OA usersonly.

After selecting the correct agency, click on the Go! button to begin S

report creation. The Go! link takes the user to the first report creation page. The
following main options are available from the report creation pages of the Agency
Detail Payroll Accounting area:

Data Selection

Review Selections

View Pay. Results

View Ded. Results

View Frng. Results

Undo Selections
Clicking the Data Selection link opens the Data Selection page. The Data
Selection page is used to specify what data to report on. Using the various data
selection tabs, criteria can be limited by the following:

GTN Run Number

Employee and/or Appointment 1D

Check Information (date, bank account, and/or check number)

JVP Document Number
Select the desired reporting criteria as you would for any Area of Analysis. When

finished, use the Review Selections link to review and edit your criteria as
necessary.
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APPENDIX A: CREATE REPORTSTAB
OF AGENCY DETAIL PAYROLL
ACCOUNTING

HRIPayroll: Agency Detail Payroll Accounting: Data Selection (3) Page Help
Home/Charged Agency: 10

DECED =l Foview Selection:  View Pay. Results. Wiew Ded. RBesults  Wiew Frng. Besults Undo Selections

Employes ©  Check

GTH Process Check | Run [Py Period|Pay Period
Run # Date Date |Type| Start Date | End Date
GTN Run Number |ALL =l
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APPENDIX A: CREATE REPORTSTAB
OF AGENCY DETAIL PAYROLL
ACCOUNTING

VIEW RESULTSPAGES

The Agency Detail Payroll Accounting Area of Analysis has three View Results
pages. View Pay. Results, View Ded. Results, and View Frng. Results.
Clicking on any of the View Results buttons runs the query based on the selected
criteria and opens the View Results page. This page shows the selection criteria
and statistics for the query that was just executed. From this page users may view
the generated report online, download it, or save the report design as a Personal
Report.

VIEW PAY.RESULTS

This View Results page shows employee pay information. The generated report
will include the following fields: GTN Run Number, Employee ID, Appointment
ID, Last Name, First Name, Middle Name, Check Date, Bank Account, Check
Number, (JVP) Document ID, Fiscal Year, Fisca Month, Pay Type, Fund,
Agency, Appropriation, Organization, Sub Organization, Activity, Function,
Object, Sub Object, Reporting Category, Job/Project, and Pay Amount.

VIEW DED. RESULTS

This View Results page shows employee deduction information. The generated
report will include the following fieldss GTN Run Number, Employee ID,
Appointment ID, Last Name, First Name, Middle Name, Check Date, Bank
Account, Check Number, (JVP) Document ID, Fiscal Year, Fisca Month,
Deduction Type, Deduction Plan, Fund, Balance Sheet Account, and Deduction
Amount.

VIEW FRNG. RESULTS

This View Results page shows employee fringe information. The generated
report will include the following fields: GTN Run Number, Employee ID,
Appointment ID, Last Name, First Name, Middle Name, Check Date, Bank
Account, Check Number, (JVP) Document ID, Fiscal Year, Fisca Month, Pay
Type, Fund, Agency, Appropriation, Organization, Sub Organization, Activity,
Function, Object, Sub Object, Reporting Category, Job/Project, and Fringe
Amount.

UNDO SELECTIONS

Clicking on the Undo Selections button returns the user to the Main Page and
resets all criteria selected on the Data Selection page.
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APPENDIX B: CREATE REPORTSTAB
OF AGENCY DETAIL POSITION

HISTORY

HRI/Payroll: Agency Position History Main Page {3) Page Help

Create Reports

Position Agency [010-LEGISLATURE-OPERATING =l

Press the "Gol" button above to enter the Create Reparts Main section. From inside the
Create Feports section the user may select from the following sections:

Data Selection Page
Position Selection Tab - This tab allows the user to select the position for the query.
View Position History Results Page

The Yiew Fesults Page allows users to see the results of the repart query requested.
Users may download or save the reports results.

View Incumbent History Results Page

The Yiew Results Page allows users to see the results of the repart query requested.
Users may download or save the reports results.

The Create Reports section allows users to generate a limitless number of reports using
the Data Selection, the Review Selections, and View results pages.

HRIPavroll: Agency Position History: Data Selection {3y Page Help
Position Agency: ALL

I@Daﬂa Selection @J. Yiew Pos. Results I @. “iew Inc. Besults 23 Lhdo Selections I

Pozition

Position Number 5} Searchl

Display Options [T Code Descriptions
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The Create Reports tab on the Agency Detail Position History Main Page is the
starting point for creating personal reports. This tab includes a brief summary of
each of the various options users will be presented with when creating reports.
The user must first select their home agency from the Position Agency dropdown
box. The user must have security clearance for the agency selected.

Note: The “ALL” option of the Position Agency dropdown box is available to
OA usersonly.

After selecting the correct agency, click on the Go! button to begin S

report creation. The Go! link takes the user to the first report creation page. The
following four main options are available from the report creation pages of the
Agency Detail Position History area:

Data Selection
View Pos. Results
View Inc. Results
Undo Selections

Clicking the Data Selection button opens the Data Selection page. The Data
Selection page is used to specify what position to report on. To select a position,
click on the Search button. The Search page has four options to search for
position codes:

By Position Number
By Position Description
By Title Code

By Title Description

Select the desired search method by clicking the appropriate radio button. Enter
at least one character in the field provided and click the Search button. Click on
a value from the generated list to select it and return to the Data Selection page.
The Position Agency, Position Organization, and Position Number will be
displayed. Click the Code Descriptions checkbox if you wish to display code
descriptions on the report.
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HRIPayroll: Agency Position History: View Results () Page Help

@Data Selection I I@L “iew Pos Besulis  ¥7 Undo Selections |

Position History

Position Agency : 550 -
Position Organization : W00 -
Position Number : EM22001 - REGISTERED NURSE Il

Based upon the above criteria, your query was executed. Below are the gquery statistics.
Report Processing Time (secs) : 1.265

Records Selected : 1

Record Length : 45

Estimated Download File Size (bytes) : 46

B Repu:ur‘tl m Dovwnload | [ 5ave Report

HR/Payroll: Agency Position History: View Results (3 Page Help

@Data Selection | i@. Yiew Inc. Results ¥ Undao Selections l

Position Incumbent History

Home Agency : 650 -
Home Organization : MO0 -
Position Number : EM22001 - REGISTERED MURSE Il

Based upon the above criteria, your query was executed. Below are the query statistics.
Report Processing Time isecs) : 2.141

Records Selected : 0

Record Length : O

Estimated Download File Size {bytes) : 0

Mo data was found to match the selection criteria. Please review the selections and view the results
again.
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VIEW POS. RESULTS

Clicking on the View Pos. Results button runs the query based on the selected
position and opens the View Results page. The View Results page shows the
selection criteria and statistics for the query that was just executed. From this
page users may view the generated report online, download it, or save the report
design as a Personal Report.

Note: The datareturned will include all records for the selected position since the
position’s inception, including status, Title and Sub-Title, prior position number,
and pre-SAM [ Department and Division number.

VIEW INC. RESULTS

Clicking on the View Inc. Results button runs a query based on the selected
position and opens the View Results page. This query searches for all incumbents
ever in the selected position. The View Results page shows the selection criteria
and statistics for the query that was just executed. From this page users may view
the generated report online, download it, or save the report and a Personal Report.

Note: The data returned will include all employees that were ever in the selected
position since inception.

UNDO SELECTIONS

Clicking on the Undo Selections button returns the user to the Main Page, and
resets the position selected on the Data Selection page.
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EMPLOYEE HISTORY

Employee — Used to select an individual employee for reporting. Employees
can be selected by name or Employee ID. Entering avalid employee ID in the
Employee ID field will populate the Name field. To select by name, use the
Sear ch button. Use the Pre-SAM |1l Data display option to display pre-SAM
Il historical information for the employee.

Note: If you choose to view an Employee History report online, clicking on
any line on the generated report will take the user to a screen with more detall
about that particular line.

AGENCY DETAIL BENEFITS

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected. Note that if
you only have security access to one agency, and the agency has only one
payroll number, selecting the payroll number is not necessary.

Home COA
Title
Attr — Available criteriac Benefit Event Category.

Group By — Available Group By Choices: Appointment I1D; Benefit Event
Category;, Employee ID; First Name; GTN Run Number; Home Agency; Home
Organization; Last Name; Middle Name; Pay Period End Date; Payrall
Number; Position Number; Sub Title; Title Category; Title Group; Title.

Available Display Options: Benefit Amount (required), and Code
Descriptions, to display the long descriptions of codes.

AGENCY DETAIL DEDUCTIONS

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected. Note that if
you only have security access to one agency, and the agency has only one
payroll number, selecting the payroll number is not necessary.

Home COA

Title
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AGENCY DETAIL DEDUCTIONS—CONTINUED

Attr — Available criteriaz Deduction Event Category.

Group By — Available Group By Choices. Appointment ID; Deduction Event
Category; Employee ID; First Name; GTN Run Number; Home Agency, Home
Organization; Last Name; Middle Name; Pay Period End Date; Payroll
Number; Position Number; Sub Title; Title Category; Title Group; Title.

Available Display Options.  Deduction Amount (required), and Code
Descriptions, to display the long descriptions of codes.

AGENCY DETAIL EMPLOYEE
Date
Home COA

Actions — Use this tab to limit criteria by specific Employment Statuses,
Personnel Actions, Personnel Reasons, and/or whether the workforce
increased, decreased, or remained unchanged (“No Effect”). Use the SHIFT
(to select a range of options from a list) or CTRL (to select multiple options
individually) keys to select more than one option from alist.

Note: If you use only Personnel Action(s) and/or Personnel Reason(s) as
criteria for your report (i.e., al other criteria on the Home COA, Actions,
Title, Grade, Attr, Work Loc, and Res Loc selection tabs are set to “ALL"),
and you limit your Group By selections to “Personnel Action,” “Personnel
Action Reason,” “Appointment ID,” and/or employee name fields (first,
middle, and/or last), the data returned will include any employee record that
had the selected action(s) and/or reason(s) at any time within the date range
you specified on the Date tab. If any other criteria are entered, the data
returned will only include employees that meet the criteria as of the End Date
entered on the Date tab.

Title

Grade — The options available in the Step field are determined by the value
selected in the Grade field.
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AGENCY DETAIL EMPLOYEE—CONTINUED

Attr — Available criteriaz  Ethnicity; Gender; Age Range; Amount Basis;
Salary Range; Percent Fulltime; Marital Satus; Disability; Veteran Satus,
Conviction; Degree; Major; Minor; Civil Service Satus; Union Local; Job
Satus.

The options available in the Salary Range field are determined by the value
selected in the Amount Basis field.

Note: The Amount Basis field must be set to the value the employees were
established with in the online desktop system. Most employees are
established as either hourly or on a pay period basis. The numbersin
parenthesisin the Salary Range field values represent the calculated annual
rate. For example, if an employee makes $25,000.00 per year in salary and is
set up on a pay period basis, running a query with an Amount Basis of A —
ANNUAL BASI S and a Salary Range of $20,000.00 - $39,999.99 will not
select the employee’ srecord. Instead, the Amount Basis should be set to P —
PAY PERIOD BASI S and the Salary Range should be set to $1,041.67 -
$1,250.00 ($25,000.00 - $29,999.99).

Work Loc — Usethistab to limit criteria by work location. Available criteria
are country, state, county, city, ZIP code, and work location code. The
options available in the lower-level fields are determined by the values
selected in the higher-level fields. For example, if you choose a state in the
Work Sate field, the options available in the Work County field will be limited
to counties in the state selected. The three-digit numbers next to the values in
the Work City field are county codes.

Note: You must select at least a specific city from the Work City field in
order to select a specific ZIP code and/or work location.

Res Loc — Use this tab to limit criteria by residence location. Available
criteria are country, state, and county. Options available in the Residence
County field are determined by the value selected in the Residence State field.
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AGENCY DETAIL EMPLOYEE—CONTINUED

Group By — Available Group By Choices: Action Date; Amount Basis;
Appointment ID; Civil Service Satus; Conviction; Date of Birth; Degree;
Disability; Employee ID, Employment Satus; Ethnicity; First Name; Gender;
Grade; Job Satus; Last Name; Major; Marital Satus; Middle Name, Minor;
Percent Fulltime; Personnel Action Reason; Personnel Action; Position
Number; Pre-SAMII Amount Basis, Pre-SAMII Salary; Resident Country;,
Resident County; Resident State; Salary; Sep; Sub Title; Time Limit Control
Date; Title Category; Title Group; Title; Union Local; Veteran Status, Work
City; Work Country; Work County; Work Location; Work State; Work Zip
Code; Workforce Change.

Available Display Options: Code Descriptions, to display the long
descriptions of codes.

Note: To view the entire history on an employee, make sure Amount Basis,
Pre-SAMII Amount Basis, Salary, and Pre-SAMII Salary are included in your
“Group By Selections’ list. This information is only available when in the
statewide view (ALL — ALL AGENCIES (FOR OA REPORTING ONLY) is
selected in the Home Agency field on the Create Reports tab. If you do not
have access to the statewide view in the Agency Detail Employee area and you
need pre-SAM |l data, contact your security administrator and request access
to the Employee History area, if necessary.

AGENCY DETAIL LEAVE

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected. Note that if
you only have security access to one agency, and the agency has only one
payroll number, selecting the payroll number is not necessary.

Home COA
Title

Attr — Avallable criteriaz Leave Event Category; FLSA (Exempt or Non-
Exempt); Client Profile; Leave Policy; Pay Class.
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AGENCY DETAIL LEAVE—CONTINUED

Work Loc — Use thistab to limit criteria by work location. Available criteria
are country, state, county, city, ZIP code, and work location code. The
options available in the lower-level fields are determined by the values
selected in the higher-level fields. For example, if you choose a state in the
Work Sate field, the options available in the Work County field will be limited
to counties in the state selected. The three-digit numbers next to the values in
the Work City field are county codes.

Note: You must select at least a specific city from the Work City field in
order to select a specific ZIP code and/or work location.

Res Loc — Use this tab to limit criteria by residence location. Available
criteria are country, state, and county. Options available in the Residence
County field are determined by the value selected in the Residence Sate field.

Group By — Available Group By Choices: Appointment ID; Client Profile;
Employee ID; First Name; FLSA; Home Agency, Home Organization; Last
Name; Leave Policy; Middle Name; Pay Class; Pay Period End Date; Payroll
Number; Position Number; Resident Country; Resident County; Resident
Sate; Sub Title; Title Category; Title Group; Title; Work City; Work Country;
Work County; Work Location; Work Sate; Work Zip Code.

Available Display Options. Current Balance Amount (required) and Code
Descriptions, to display the long descriptions of codes. In addition, users may
choose Current Usage and Current Accrual Amount, LYTD (Leave Year to
Date) Usage and Accrual Amount, MTD (Month to Date) Usage and Accrual
Amount, and YTD (Y ear to Date) Usage and Accrual Amount.

Note: Current represents the usage and/or accrua that occurred within the
date range specified on the Date/GTN selection tab. Leave Year to Date
represents the usage and/or accrual that occurred within the Leave Year up to
the date specified on the Date/GTN selection tab. An employee's Leave Year
is the 12-month cycle beginning with the month the employee began accruing
leave. Month to Date represents the usage and/or accrual that occurred within
the current month up to the date specified on the Date/GTN selection tab.
Year to Date represents the usage and/or accrual that occurred within the
current calendar year (January to December) up the date specified on the
Date/GTN selection tab.

Note: Leave amounts are expressed in the Data Warehouse as minutes only
(e.0., 3 hours and 15 minutes would be displayed as “195.00”, not 3:15.
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AGENCY DETAIL PAYROLL

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected. Note that if
you only have security access to one agency, and the agency has only one
payroll number, selecting the payroll number is not necessary.

Home COA
COA
COA-More
Title

Attr — Available criteriac  Pay Event Category; Pay Class, GTN Run Type
(Regular, Supplemental, etc.).

Group By — Group By Choices. Activity; Agency, Appointment ID;
Appropriation; Employee ID; First Name; Function; Fund; GTN Run Number;
GTN Type; Home/Charged Agency, Home/Charged Organization; Job; Last
Name; Middle Name; Object; Organization; Pay Class, Pay Event Category;
Pay Period End Date; Payroll Number; Position Number; Reporting
Category; Sub Object; Sub Organization; Sub Title; Title Category; Title
Group; Title.

Available Display Options. Pay Amount (required) and Code Descriptions, to
display the long descriptions of codes.

AGENCY DETAIL PAYROLL ACCOUNTING
See Appendix A.
AGENCY DETAIL POSITION

Date — Thisis aways an “as of” date. Data returned will be the most current
record as of the date entered.

Posn COA — The options available LDPR field are determined by the value
selected in the Position Organization field.
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AGENCY DETAIL POSITION—CONTINUED

Position — Use this tab to limit criteria by position status. Use the SHIFT (to
select a range of statuses from the list) or CTRL (to select multiple statuses
individually) keys to select more than one status to include in the query. Use
the values in the Permanent field to select between permanent positions,
temporary positions, or both.

Title

Grade — Use this tab to limit criteria by an overriding pay grade. Pay grades
entered on Position Status Maintenance transactions (PSMT) in the desktop
system override the pay grade associated with the position’ stitle.

Group By — Available Group By Choices. First Allocated Date; LDPR;
Override Grade; Permanent; Position Agency; Position Number; Position
Organization; Position Satus, Sub Title; Title Category; Title Group; Title.

Available Display Options: Code Descriptions, to display the long
descriptions of codes. If an organization was selected on the Posn COA
selection tab, a Display Option of Include Lower Level Position Organizations
will be offered as well. In addition, information from the Position Control
User Defined Screens in the desktop system (PUD1 through PUD9) may be

displayed.
AGENCY DETAIL POSITION HISTORY
See Appendix B.
SUMMARY BENEFITS

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected.

Home COA
Title

Attr — Available criteriac Benefit Event Category.
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SUMMARY BENEFITS—CONTINUED

Group By — Available Group By Choices. Benefit Event Category; GTN Run
Number; Home Agency; Home Organization; Pay Period End Date; Payroll
Number; Sub Title; Title Category; Title Group; Title.

Available Display Options: Benefit Amount (required) and Code
Descriptions, to display the long descriptions of codes.

Note: The Summary Benefits area does not give employee-specific
information.  Queries produce summarized dollar amounts from the
employees who meet the specified criteria.

SUMMARY DEDUCTIONS

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected.

Home COA
Title
Attr — Available criteriaz Deduction Event Category.

Group By — Available Group By Choices: Deduction Event Category; GTN
Run Number; Home Agency; Home Organization; Pay Period End Date;
Payroll Number; Sub Title; Title Category; Title Group; Title.

Avallable Display Options.  Deduction Amount (required) and Code
Descriptions, to display the long descriptions of codes.

Note: The Summary Deductions area does not give employee-specific
information.  Queries produce summarized dollar amounts from the
employees who meet the specified criteria.

SUMMARY DEMOGRAPHICS
Date
Home COA

Title
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SUMMARY DEMOGRAPHICS—CONTINUED

Attr — Available criteriaz  Ethnicity; Gender; Age Range; Amount Basis;
Salary Range; Percent Fulltime; Marital Satus; Disability; Veteran Satus,
Conviction; Degree; Major; Minor; Civil Service Satus; Union Local.

Note: The Amount Basis field must be set to the value the employees were
established with in the online desktop system. Most employees are
established as either hourly or on a pay period basis. The numbersin
parenthesisin the Salary Range field values represent the cal culated annual
rate. For example, if an employee makes $25,000.00 per year in salary and is
set up on a pay period basis, running a query with an Amount Basis of A —
ANNUAL BASI S and a Salary Range of $20,000.00 - $39,999.99 will not
select the employee’ srecord. Instead, the Amount Basis should be set to P —
PAY PERIOD BASI S and the Salary Range should be set to $1,041.67 -
$1,250.00 ($25,000.00 - $29,999.99).

Work Loc — Use thistab to limit criteria by work location. Available criteria
are country, state, county, city, ZIP code, and work location code. The
options available in the lower-level fields are determined by the values
selected in the higher-level fields. For example, if you choose a state in the
Work Sate field, the options available in the Work County field will be limited
to counties in the state selected. The three-digit numbers next to the values in
the Work City field are county codes.

Note: You must select at least a specific city from the Work City field in
order to select a specific ZIP code and/or work location.

Res Loc — Use this tab to limit criteria by residence location. Available
criteria are country, state, and county. Options available in the Residence
County field are determined by the value selected in the Residence Sate field.
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SUMMARY DEMOGRAPHICS—CONTINUED

Group By — Available Group By Choices:. Amount Basis;, Civil Service
Satus;, Conviction; Date of Birth; Date; Degree; Disability; Ethnicity;
Gender; Home Agency; Home Organization; Major, Marital Status; Minor;
Percent Fulltime; Resident Country; Resident County; Resident Sate; Salary;
Sub Title; Title Category; Title Group; Title; Union Local; Veteran Satus,
Work City; Work Country; Work County; Work Location; Work State; Work
Zip Code.

Available Display Options: Employee Count (required) and Code
Descriptions, to display the long descriptions of codes.

Note: The Summary Demographics area does not give employee-specific
information. Queries produce a count of the number of employees who meet
the specified criteria.

SUMMARY EMPLOYEE
Date
Home COA

Actions — Use this tab to limit criteria by specific Employment Statuses,
Personnel Actions, Personnel Reasons, and/or whether the workforce
increased, decreased, or remained unchanged (“No Effect”). Use the SHIFT
(to select a range of options from a list) or CTRL (to select multiple options
individually) keys to select more than one option from alist.

Note: If you use only Personnel Action(s) and/or Personnel Reason(s) as
criteria for your report (i.e., al other criteria on the Home COA, Actions,
Title, Grade, Attr, Work Loc, and Res Loc selection tabs are set to “ALL"),
and you limit your Group By selections to “Personnel Action,” “Personnel
Action Reason,” “Appointment ID,” and/or employee name fields (first,
middle, and/or last), the data returned will be a count of all employees that had
the selected action(s) and/or reason(s) at any time within the date range you
specified on the Date tab. If any other criteria are entered, the data returned
will be a count of only employees that meet the criteria as of the End Date
entered on the Date tab.

Title
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SUMMARY EMPLOYEE—CONTINUED

Grade — The options available in the Step field are determined by the value
selected in the Gradefield.

Attr — Available criteriaz  Ethnicity; Gender; Age Range; Amount Basis;
Salary Range; Percent Fulltime; Marital Satus; Disability; Veteran Satus,
Conviction; Degree; Major; Minor; Civil Service Satus; Union Local; Job
Satus.

The options available in the Salary Range field are determined by the value
selected in the Amount Basis field.

Note: The Amount Basis field must be set to the value the employees were
established with in the online desktop system. Most employees are
established as either hourly or on a pay period basis. The numbersin
parenthesisin the Salary Range field values represent the calculated annual
rate. For example, if an employee makes $25,000.00 per year in salary and is
set up on a pay period basis, running a query with an Amount Basis of A —
ANNUAL BASI S and a Salary Range of $20,000.00 - $39,999.99 will not
select the employee’ srecord. Instead, the Amount Basis should be set to P —
PAY PERIOD BASI S and the Salary Range should be set to $1,041.67 -
$1,250.00 ($25,000.00 - $29,999.99).

Work Loc — Usethistab to limit criteria by work location. Available criteria
are country, state, county, city, ZIP code, and work location code. The
options available in the lower-level fields are determined by the values
selected in the higher-level fields. For example, if you choose a state in the
Work Sate field, the options available in the Work County field will be limited
to counties in the state selected. The three-digit numbers next to the values in
the Work City field are county codes.

Note: You must select at least a specific city from the Work City field in
order to select a specific ZIP code and/or work location.

Res Loc — Use this tab to limit criteria by residence location. Available
criteria are country, state, and county. Options available in the Residence
County field are determined by the value selected in the Residence Sate field.
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SUMMARY EMPLOYEE—CONTINUED

Group By — Available Group By Choices: Action Date; Amount Basis; Civil
Service Satus; Conviction; Date of Birth; Degree; Disability, Employment
Satus; Ethnicity; Gender; Grade; Job Satus, Major; Marital Status; Minor;
Percent Fulltime; Personnel Action Reason, Personnel Action; Pre-SAMII
Amount Basis, Pre-SAMII Salary;, Resident Country; Resident County;
Resident State; Salary; Sep; Sub Title; Time Limit Control Date; Title
Category; Title Group; Title; Union Local; Veteran Satus; Work City; Work
Country; Work County; Work Location; Work Sate;, Work Zip Code;
Wor kforce Change.

Available Display Options of Employee Count (required) and Code
Descriptions, to display the long descriptions of codes.

Note: The Summary Employee area does not give employee-specific
information. Queries produce a count of the number of employees who meet
the specified criteria.

SUMMARY LEAVE

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected.

Home COA
Title

Attr — Avallable criteriaz Leave Event Category; FLSA (Exempt or Non-
Exempt); Client Profile; Leave Policy; Pay Class.

Work Loc — Use thistab to limit criteria by work location. Available criteria
are country, state, county, city, ZIP code, and work location code. The
options available in the lower-level fields are determined by the values
selected in the higher-level fields. For example, if you choose a state in the
Work Sate field, the options available in the Work County field will be limited
to counties in the state selected. The three-digit numbers next to the values in
the Work City field are county codes.

Note: You must select at least a specific city from the Work City field in
order to select a specific ZIP code and/or work location.
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SUMMARY LEAVE—CONTINUED

Res Loc — Use this tab to limit criteria by residence location. Available
criteria are country, state, and county. Options available in the Residence
County field are determined by the value selected in the Residence State field.

Group By — Available Group By Choices. Client Profile; FLSA; Home
Agency; Home Organization; Leave Policy; Pay Class, Pay Period End Date;
Payroll Number; Resident Country; Resident County; Resident Sate; Sub
Title; Title Category; Title Group; Title; Work City; Work Country; Work
County; Work Location; Work State; Work Zip Code.

Available Display Options. Current Balance Amount (required) and Code
Descriptions, to display the long descriptions of codes. In addition, users may
choose Current Usage and Current Accrual Amount, LYTD (Leave Year to
Date) Usage and Accrual Amount, MTD (Month to Date) Usage and Accrual
Amount, and YTD (Y ear to Date) Usage and Accrual Amount.

Note: Current represents the usage and/or accrual that occurred within the
date range specified on the Date/GTN selection tab. Leave Year to Date
represents the usage and/or accrual that occurred within the Leave Year up to
the date specified on the Date/GTN selection tab. An employee's Leave Year
is the 12-month cycle beginning with the month the employee began accruing
leave. Month to Date represents the usage and/or accrual that occurred within
the current month up to the date specified on the Date/GTN selection tab.
Year to Date represents the usage and/or accrual that occurred within the
current calendar year (January to December) up the date specified on the
Date/GTN selection tab.

Note: The Summary Leave area does not give employee-specific information.
Queries produce summarized leave amounts from the employees who meet
the specified criteria.

Note: Leave amounts are expressed in the Data Warehouse as minutes only
(e.g., 3 hours and 15 minutes would be displayed as “195.00”, not 3:15.

SUMMARY PAYROLL

Date/GTN — Selecting a payroll number on this tab will include data from all
payrolls of that number within the date or GTN range selected.

Home COA
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SUMMARY PAYROLL—CONTINUED

COA

COA-More

Title

Attr — Available criteria: Payroll Event Category; Pay Class; GTN Run Type.

Group By — Available Group By Choices: Activity; Agency; Appropriation;
Function; Fund; GTN Run Number; GTN Run Type; Home/Charged Agency;
Home/Charged Organization; Job; Object; Organization; Pay Class;, Pay
Period End Date; Payroll Event Category, Payroll Number; Reporting
Category, Sub Object; Sub Organization; Sub Title, Title Category; Title
Group; Title.

Available Display Options: Pay Amount (required) and Code Descriptions, to
display the long descriptions of codes.

Note: The Summary Payroll area does not give employee-specific
information.  Queries produce summarized dollar amounts from the
employees who meet the specified criteria.

SUMMARY POSITION

Date— Thisis aways an “as of” date. Data returned will be the most current
record as of the date entered.

Posn COA — The options available LDPR field are determined by the value
selected in the Position Organization field.

Position — Use this tab to limit criteria by position status. Use the SHIFT (to
select a range of statuses from the list) or CTRL (to select multiple statuses
individually) keys to select more than one status to include in the query. Use
the values in the Permanent field to select between permanent positions,
temporary positions, or both.

Title
Grade — Use this tab to limit criteria by an overriding pay grade. Pay grades

entered on Position Status Maintenance transactions (PSMT) in the desktop
system override the pay grade associated with the position’ stitle.
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SUMMARY POSITION—CONTINUED

Group By — Available Group By Choices. First Allocated Date; LDPR;
Override Grade;, Permanent; Position Agency, Position Organization;
Position Status; Sub Title; Title Category; Title Group; Title.

Available Display Options: Position Count (required) and Code Descriptions,
to display the long descriptions of codes. If an organization was selected on
the Posn COA selection tab, a Display Option of Include Lower Level
Position Organizations will be offered as well.

Note:  The Summary Position area does not give position-specific
information. Queries produce a count of the number of positions that meet the
specified criteria.
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